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1 - general 

This regulation prescribes Agency policies, responsibilities, and procedures 
concerning the preparation of Fitness Reports for staff employees and staff 
agents, except, on those employees at the super-grade level (as 16-17 and 18) 
who will be evaluated in memorandum reports prepared by their superiors. 

2 q POLICY 



The Agency will continuously evaluate the performance and potential of 
its employees a 3 & management and planning aid and will ensure that 
employees are informed concerning the effectiveness of their work 


performance. 
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b° Fitness Report will be used to record such evaluations periodically,; 

It will consist of a two-part form* designed to provide a means of 
evaluating the productivity and the potential of employees* 

(1) Form No* 45* Fitness Report (Performance - Part I) will be used 

to provide the supervisor with a means of evaluating the productivity 
of the employee being rated. This part of the Fitness Report will 
be completed in all cases in which a report is required , and will 
be 3hown to the individual being rated at the time it is completed 
except that the supervisor may elect not to show the Report, other 
than a Report supporting an adverse action, when one or more of 
the following conditions prevail* 

(a) When there exists unusual operational circumstances such as 
those at a small station where the rater and individual being 
evaluated are working and living in very close proximity and 
constant social interchange between them is necessary? 

(b) When, for medical or psychological reasons, it would be ill- 
advised to show the individual the report j 

(c) When security considerations preclude showing the report? 

(d) When the supervisor and individual being rated are so physically 
separated that it is impractical to show the report. 

When the supervisor elects not to show the Report to the individ ual 
being rated, for one or more of the above reasons, he shall give 
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^he^reasons for his action In Section B of Bart I. The individual 
subsequently be shown the report by the head of his Career 
Service upon request, security considerations permitting, 

(2) Form No. 45* Fitness Report (Potential - Part Xl) id.ll be used 

to provide supervisors with a means of evaluating the potential and 
work environment characteristics of the employee being rated. 
Completion of this part of the Fitness Report is required for 
initial and annual reports only, on professional and technical 
employees in grades GS-5 and above. This part will not be shown 
to the individual being evaluated. 

3 c RESPONSIBILITIES 

) 

a. SUPERVISORS 

(1) Supervisors at all levels are responsible for the continuous 
evaluation of the performance and potential of employees under 
their immediate supervision and for the preparation of Fitness 
Rsports-^in accordance with the precisions of this regulation. 

(2) The ouw«im!oorsiscd: e f author tty abavo (iho snifljfv iai 

whs wropu.i uu yiu ^gpSSjSois responsible for reviewing Lt4£n~ order 
to ensure that it \j. s A completed, Saij— g .igM ■i#DL i the immediate 

supervisor has mrKhor oyerevaluate d underevaluated the , 

U VHM lO^dL Ho /^4 

individual concerned. He will also consider whether piny action 

should be recommended on the basis of the Report, and advise 
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the supervisor with respect to taking such action. His signature 
on the Report signifies agreement with the ratings unless other- 
wise noted, 
b, DEPUTY DIRECTORS 


The Deputy Directors are responsible for ensuring that Fitness Reports 
for all employees under their jurisdiction are prepared and transmitted 
in accordance with the provisions of this regulation, 

c© THE DIRECTOR OF PERSONNEL 

The Director of Personnel is responsible for administering the provisions 
of this regulations for providing assistance and guidance to supervisors 
at all levels | and for reviewing the overall effectiveness of this 
evaluation program. 


4. TYPES OF FITNESS REPORTS 
a. INITIAL REPORT 


Form No, 45 9 Fitness Report (Performance - Part I) and (Potential — Part II ) 
will be prepared for each employee, a3 of nine months after his entrance 
on duty with the Agency, This report is of particular importance for 
selection purposes in providing a record of the supervisor 9 s evaluation 
of the Individual before completion of the twelve-month trial period, 
Preparation of the Report by the current supervisor is required regard- 
less of the length of time the employee has been under his jurisdiction, 
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The current supervisor say request advice and information regarding arty 
point covered by the Report from others who have supervised the individual 
during the period covered. Normally-, the Fitness Report must be completed 
and forwarded not more than 15 days after the indicated due date. Sub- 
mission of a Report may be delayed, however, for a period not to exceed 
30 days beyond the due date in order to provide the supervisor with 
additional time to evaluate an employee who has been under his jurisdiction 
for a period of less than 90 days as of the due date of the Report, 

ANNUAL REPORT 

A Fitness Report (Performance - Part I) and (Potential - Part II) will 
- Cat\ Im- 

be prepared for each ermloyee^twelve months following the completion 
of the employee ®s first nine months of service and annually thereafter, 

T1 e current supervisor will defer the completion and submission of an 
annual Report until the individual being rated ha 3 been under his 

jurisdiction for a period 90 days, in order to adequately evaluate 

the employee o 


e, REASSIGNMENT REPORTS 

( 1 ) Reassignment on Departure of Supervisor 

supervisor who is to be reassigned or who is leaving the Agency 
will prepare Fitness Reports (Performance - ^art l) on employees 
under his immediate supervision before his departure, -i g- +y 

""PPrrtBQg - Sn b e ing moated for nmise^-hwevnr, such gawor t ivlll --^ 

** prepared l^thS- SiTperviso r- nfi xt, hl ghw in St if ^ p( STf o r tg 

a ^ > .rfifltt&KSd 9fiav/fgrm i o^narnmnee 
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( 2 ) Proposed Reassignment of Employees Between Offices 

A Fitness Report (Performance - Part I) will accompany the Standard 
Form 52s Request for Personnel Action, requesting the reassign- 
ment of an employee between jurisdictions of Operating Officials* 
except when a report has been prepared for some other purpose 
within the preceding 90 days. The Report in these cases must b© 
considered by the requesting office prior to initiating the 
Standard Form 52 and will be used by the Office of Personnel as 
a guide in considering approval of the proposed reassignment. 

Except in unusual cases the Office of Personnel will not approve 
a proposed reassignment unless such a report is of record • 

(3} Reassignment of Employee Within Areas of Jurisdiction of Operating 
Officials 

A Fitness Report (Performance - ^art l) and standard Form 52 will 
he prepared when an employee is reassigned within the area of 
jurisdiction of an Operating Official except when a report has 
been prepared within the previous 90 days. However, such a report 
will not be required if the reassignment involves neither a change 
of supervisors nor a significant change in the duties of the employee 0 


*Ophrating Officials include* Chih^s of Senior Spiffs and Are&SDivisiona uhcter 
the 'jurisdictionof the Deputy Director (Flans)} Assistant Directors under thev 
jurls<Hction of theNQeputy Director (Intelligence)} and Chiefs of Staffs, the ^ 
Comptroller, the Generfeldounsel, and Difcejrbors of Offifcsg under the jurisdiction 
of the DeptttyJ)irector (Sitpport). 
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do SPECIAL REPORTS 

Other Fitness Reports will be prepared, as necessary, to meet the 

requirements of special circumstances. 

5o REPORT PROCEDURES 

a. INITIATION OF REPORTS 

(1) Advance lists of initial and annual reports due will be prepared 
by the Office of Personnel and disseminated to Administrative or 
Personnel Officers oh or before the 15th day of each month. These 
advance lists will contain the names of headquarters employees 
effected and the due dates and types of reports required. 

(2) Reassignment reports will be prepared in accordance with the provisions 
of this regulation without advance notice from the Office of Personnel. 

(3) Special reports will be prepared as directed by the Operating Official 
concerned, or head of the employee 8 s Career Service Board, if 
different from the Operating Official. 

b. PREPARATION OF REPORTS 


I 


The Fitness Report will be prepared in triplicate. The supervisor 
completing the report will transmit it to the reviewing official. After 
reviewing and signing the forms, the reviewing official will transmit all 
three copies to the Administrative or Personnel Officer concerned who will 
forward the original and one copy directly to the Office of Personnel and 
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the ft eooy to the Head of the Career Service Board concerned within 
15 workdays following the expiration of the period covered by the 
report* 

REPORTS OF UmTISpLCTCftY SER VES . . 

A Fitness Report in^the ^mratlon of -an pnpla^p e dd judging 



him to be incompetent will -naf 


notifying - thn In wi ' i t iiig » o f 

- _ 



■ and giving Iiiw a reasonable ■period of time (normally hot less than 90 — 
day?) jjtjtfe—acpprOfSPTatS BCTFgrvtgi on~gnd PiF^thB~jbb In which — 

- impro v e i r^ j^ guidance Imthli j uu tfuoot i a provided 

General Separation Actions# 1 
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b„ Wien a supervisor 9 s recognition of unsatisfactory performance is _ 
coincidental with the preparation of a Fitness Report^ i^^wamlng 


memorandum indi oat cd- l ir -p aragraph 6a above will he prepared with the 
advice and assistance of the Office of n ersonne] 


will be delayed until the end of the trial period. 

If# at the end of the trial period, the supervisor and r viewing official 
recommend the separation of the Individual# the Fitness . Leport (Performance 
Part l) will be shown to the employee and the procedure^ 25X1 A 

General Separation Actions will be followed c 


L. K. WHITE 
Deputy Director 
(Support) 

DISTi}^]ti\%®Forflfielease 2001/05/01 : CIA-R[^80-01826R000700100 






